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G ne 3 - UNITED STATES DEPARTMENT OF AGRICULTURE 
4 Rural Electrification Administration 
| bof Washington 25, D. C. 


December 12, 1951 


ACCOUNTING AND AUDITING DIVISION STAFF BULLETIN NO, 825 


SUBJECT: REA Procedure for Purchase and Requisition of Supplies, Materials, 
and Standard Forms from the Department Central Supply Section 


A revised procedure for purchasing supplies and materials from the Department 
Central Supply Section became effective on October 1, 1951. This procedure 
requires certain changes in the preparation and processing of Form AD-14, 
Request for Supplies, Equipment, or Service, as well as emergency "over—the- 
counter" purchases from the Central Supply Storeroom No. 1. 


Section heads should be certain that all employees who are concerned with 
requesting supplies are familiar with the provisions of the pamphlet titled 
“REA Procedure for Purchase and Requisition of Supplies, Materials, and 
Standard Forms from the Department Central Supply Section” issued by the 
Administrative Services Division effective May 1, 1951, Revised October 1, 
1951. 


In the Accounting and Auditing Division, the Organization and Methods Exam- 
iner is designated as the approving officer for all purchases of and requests 
for supplies, materials, and forms for use of the Division. In his absence, 
the Assistant to the Assistant Chief in Charge of Borrowers! Services or the 
Assistant to the Assistant Chief in Charge of Accounts, in the order named, 
will act as the approving officer. 


Request for supplies or materials to be obtained from the Central Supply 
Section will be prepared by the operating section in an original and four 
copies (original and five copies if goods are to be shipped out of Washington). 
At no time shall supplies and REA forms be combined on the same AD-14. REA 
forms, letterheads, envelopes, and other items which are filled from REA 

stock require only an original and one copy of Form AD-14. 


The Section Head will indicate approval of the request for supplies by placing 
his initials on the first carbon copy to the left of the place provided for 
the signature of the approving officer. The approval of the responsible 
Assistant Chief will be required on all requests for equipment. 


For requests, other than emergency purchases, the AD-14 will be forwarded 
to the office of the Organization and Methods Examiner who will examine the 
requisition for budget and procedural requirements. If approved, he will 
sign the first carbon copy in the space provided for divisional approval 
and forward all copies to the Administrative Services Division. 
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In preparing the request for supplies, the section should be certain to 
clearly indicate the room to which delivery should be made. (NOTE: The 
supplies should be listed in numerical and alphabetical order.) When the 
items are delivered, two copies of the request will be included. These 
should be processed as follows: 


1. Both copies should be conformed to indicate items received and 
to fully indicate those not received. 


2. The copy marked "AGENCY COPY - RETURN TO CONSIGNEE WITH DELIVERY" 
should be dated and signed by the person receiving the shipment, 
after ascertaining that the material or equipment itemized has 
been received in the quality and quantity specified, except as 
otherwise noted, THIS COPY MUST THEN BE IMMEDIATELY FORWARDED 
TO THE VOUCHER AND EMPLOYEE ACCOUNTS SECTION OF THE ACCOUNTING 
AND AUDITING DIVISION. 


3. The original should be receipted and given to the messenger making 
the delivery. Be certain both copies fully show only quality and 
quantity of items received. 


For items te be delivered outside of Washington, all personnel should be 
certain all requirements of the memorandum have been complied with. Section 
Heads should arrange to have field empleyees report items not received 
within 30 days after erdering. 


The need for supplies should be anticipated sufficiently im advance te permit 
use of requests in the regular precedure. However, if a gemuime emergency 
arises, the follewing Authority Cards fer emergency over-the-counter purchase 
are authorized fer the division; 


1. Am empleyee in the office of the Assistant Chief im Charge of 
Berrewers' Services fer requests from berrewers' services sections. 


2. An empleyee in effice of Assistant Chief in Charge ef Accounts fer 
requests frem sections under his supervisien. 


3. Am empleyee in the Office ef the Chief fer requests frem the effice 
ef the chief amd the technical staff. 


The empleyees te whem Autherizatien Cards are issued will persemally requi- 
sitien supplies or materials ever the counter at the Central Supply Sub- 
Sterereem Ne. 1. (The use of Autherizatien Cards by persons other than 

these te whem officially issued is prehibited.) After the emergency purchase 
is made, the autherized purchasing empleyee will fertard the receipted cepy 
given them by the stere reem te the Organizatien and Metheds Examiner. After 
checking fer budget and precedural requirements, the Organizatien and Metheds 
Examiner will ceuntersign the cepy and ferward it te the Veucher and Empleyee 
Acceunts Sectien ef the Acceunting and Auditing Divisien. 
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Sectien Heads sheuld periedically check the ameunt of materials and supplies 
en hand te assure that excessive stecks are net being maintained in the 
sectien effices. 


Supplies and materials will be returned by the Administrative Services 
Divisien fer all divisiens. A Supplies Credit Slip (Ferm AD-95) will be 
prepared in erigina] and three cepies fer all geeds and three carben cepies 
will be issued te the Central Supply Sectien with the geeds returned. The 
third carben cepy will be receipted by the Central Supply Sectien fer the 
returned geeds, and will immediately be ferwarded te the Acceunting and 
Auditing Divisien, Veucher and Empleyee Acceunts Section. 
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